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ClAP!' I 
I OOt!C'l' 101 
t.tb1e e't~J' •• con4uot..S tor the pur •• of ctne Dlq tbe ezteDt to 
wbloh a aeed tallta tor 'bftwr ,.rfonanoe of the cl"'l .. and aotl"f'lts.ea of 
~ auperiD'tell4erlt•a ••oretaey. 8saperlllWD4en1:t .. ,. ct•111 an o l'tuld.'J 
to 1Dd1o&te tt• decree of DMt tor laprowd teotmJ. uee lD oo1-.. bead~ 
cr•• DHCJ. -.cdeN-te DM41 llttle ~ DO •..t• 
A .-ore •t•o1fle breatdollll ot the pl'Oblea rnealt the three tollow1D& 
ooordlaw.to pu~•potll • 
1. to c1tJtend.ne the de~ of oeed tor li!PI'O'ftlllen't ill th4t per .. 
ro .... aoe of the ctutt .. of a aupenate~Bt'• aeoreta17 
2• to pr'OY1cte tHretar1 .. to t1lperlnte.Dd•Dtt with a~ 
tmowl.eclp of what Ia ~ ot th• ln tbelr work 
s. to oj'flr •uccut\0118 toP lllp1'0ftlleDtl lu ~ tn.1Dlag ot 
potez:Ltlal aeoreiar1ea to aupeplntememse 
1aad•Q•O)' of •1'11 ~ ow lduoatlol*1 pnn1.... lduoatort. tea aMra. 
a&alDletntor•• puen"tt, and publlo ofttolab are tof'lllD& an J.DqulrlDC 
attitude aDd J.ooJd. tor •Y• to lapron the eobool ayttea. ob ot the 
lDQul17 aoooeJ•n. the leaderablp of the edmt..Dlttl'at or u d the •tt1c1eDq ot 
hlt .-tbo •• 
oh ot •• 1u~r1nte ent•• ett1oi•nCJ ~ep4tud1 upon h1• eeore I'J• 
It 11 •h• who hold• itlw bJ pod.tlon 1n the aupel'lutendent•e ott1c•• 8he 
tunotlonlkJ~ of' th11 wq 1 portant ottlee. 
The lJlpol-t&nc-• ot • eupel"lnte ent•• aeoretal)' to e eohool •Y• 
le nll ,,_••11e4 ln the tollow1ne •tat.,.nt bJ •rtta S. Luclu "The 
I 
euperlnt ent'e teoretal')l 1• a oomb1aat1on of teacher, a lnbtrator, a 4 
publlc relattuD8 ~reou. Ber tra1n1D& tor,. her W1deretaDd1DG of, 4 ber 
attitude• o•,rd her w:>rk wlll play an la .. ortant role tn tbe IU.Oce81 or 
1 
~11ure of tb«t pertloular tohool 1~1 lD Whtob tbe WOI'U•" 
In reoosnl'blon of the lapor 1101 of the job ot a eup.erln ndent'• 
aeoretal")',. an eduoational 11oNtar~b1p pr ram baa beoD aet up by the 
ubor Junior Coll•&• ln Loa 4 el .. , In dllorlblae la pro • • tM 
oatal ata1:;e,. -The s1t1on of eobool ••ore'taJ'f ll m exeouti•e poet 
and a o&l whtob 1s att.lned after a 
a 
rlence. " 
adftll~ bl'" 'been orpnl&ecl. the to11ow1nc are a tn ot tbe tml• 
'ft'rtltlea tbat ban eponaored,. durin the paet ,...,.ral ~,.. lut1tutee 
or worbhope J'allslD& in uratlon troa four y1 to tb:ree weeua Columbia. 
1Luok, rtba • • "Prof•••1oua1 Statue and !ralD1 
trator•a Seort rt•" •ol. ''•fl. Aprll. 18611 p. tl 
!xbtd. 
Die• 
tOrmtuc orc.anLaatloxas to 4teoo"teJ' what .flY 
tent cea •ad ·tholr oaoupe.tloal ttaucnnc• 
I 
a.dmlllletratOFII • awre lbba<t their ltJONtar1-. ut on.n l.aokl lD the 
tklllt DH414 tot' thelr f¥~ of «n'k• •r• o-.lllllf: core and more tor b1 er 
a ~· of 1t•retarla1 etflote f• thtt •3or •ed fOJ' lJspro..t the 
1. fbe ~&enem tre t II" 1 oft. OUI" at1o 1 ,,...,.. 
oallJt for a blcblJ etn.ot~ achd.z:lit~.ratift ttatt of wbt.ob 
the ''upeJ"lntelldent.'e teo.t'e la e tat.gal part. 
2• At t;be .auperiat~''' dutS.•• and Mapcu1bl11tlc• S.DOreue. 
he i ta reoo&n1 tl- the DMa toJt 'bett.,...•trai. cS ... l"ft&l"let 
who 'P<>••••• N ~ 3'uat tM ballc aeontcls-l•l ablll ttea. 
s. !b4J ttHntar, • •"td _, bettu bel' ooou.patloral ~1'14t 
both t10 ttD etA polDt ot PrAtte- aud better r u»NtloD, 
S.t a:aloua to l•m ell ahe •xa ln order '*> do tbla . 
• • !~ tao'\ tbat ao •DT orpDlsaUou end • o rrt eduaat1cma1 
tat!LtutioDI are anJ.-..l)t en &*' S.Jl tnw.tlptl ~be 
probl• of tilt auperlntendeut•e aeoretaq lbould eerw to 
pot.11·fl 0\1\ t the atu lt an la ~ one. 
tbe &.ta obtal.P\l lJa tb1a atudy eboul~ lll -..luabl• tor tho•• 
teol"' !'lett wbo wlah to l!ipr'o'" tMl~ •tfte1eao~ a •h6ttl be helpful to 
Oflt1ob&l aecmttaq. 
fhlt ~•t• 1tud7 ._. 1la1 teeS 1D 1oope to • n 1 ot tba rea 1o 
ot euper1tltentf tt • to the duillea, aotl Y1 tt"• e. \ral DlD& ot •uper-
t.DteD~ntt 1 a1-.retarte.a lll the 1tate ot llllataobulettJ • lt c.Ud C1ot 
~1\ld• $ ~•k of aeo~~l<m to ?l"in-:::.tm.lc o:- the lenM"a1 ottt.oe 
W¢rk !'s 1n fS<k~l ot1'1eea. 
nrt'-'! 1 z$t1 ~ nt ttw. ~blt'J;ft 
ctaptq l preaente the ••temtD'ti• ••lfa1e, an4 3Uttlfta.,_oa. ol 
-. pJ'ob1 • c~ ~ II p-aaenta r lAtod 11tot'tfture• CbBJt<er xu: 
,.._nta tM mt"~tbod ot P11>0tkilU"•• Che.ptor XV pt· ents tho Mllly•lt 
•2l4 1p.tftpJ~et;at10ll or 
&ad oao1U~1<mil• 
II 
t1U 
AD lDterue·U an4 111to t1 ft etudy olo.ely relatecS to ta 
paniaular ett 1 aa • • by Della Ola Ol4tZU1 ot l&ht C1tJ• kla~ . 
!he problL• •• atata •• "to •k• a o parltoD of e qtallfl• 
u iea of eeore l'lea of oltJ eobool au rt.~ enta lll 
Okla~ w1 th rec rt to aoad lo tn1Dl111• eteno pblo dut1••. utl" 
ptr 1Dl to fica olal reoorc1e and npwta • kine utlee, duties 
pertahd. to \\a ud V.upol'tais101l report. , teaobt 4uttea. and eoel• 
laJliOUI d\ltlft! • • 
ft. other purpot" of 
11\tl l'ltted ln b~Ooa1 tMI'I 1"111 to 1Uplr1ntllld1Dtl ill Okla~. to 
ooepar the 4u.t111 of t t e ... retarlet of olt, tobool euper1nte ant. 
uaect lll tblt ttudy, aDd ctn teaohert of teorftldel traln1 ooura .. 
lD Okt.~ llrt1i-baD4 1Dfor.tlOA of • dutlet oft of the ol~ 
te "1 IIOk-'ltarllt lll Okla~. 
!b t,.oltlo qu 1 ion~ ••at tO tt. .tt aeoretar1•t ftN bated 
lJIIo t10Zl ptberld fro a tbor b etudy of ~· 4ut1et of ODI aeontary 
lll tbe 'tOWil of rokea ·-· '~ lcoluded que tto~ ab ut awzaocrapb1o 
dutl•• • 4.atl" pertat.Dlq to bu aiMS tranapor tioD repoJ'tl • a 1 
repo tt, an4 IDlJl.J. o r 4 \1ea tblt t • •"r.- -q to • auper1nteDdent 
perf:') • 
lt •• 4111aowrec1 t t the dutlet of all tlw eeore rlea tbrou bon 
tbe eta • were 'WfiJ'1 d lar wltb all&" 'ftr1at1 •• to the zatur• • 
tr CiUenef ot porlorm&Doe. •o t;y • p rtorae4 1>7 100 per oOZit of tbe 
eeoretar1•• • Of the 48 teoretarl•t • olll.J 70 per oet of' t h pe.rto 
-t1.- ot tbe apeolflo dut1~• that are 
thl'ou.chout tll• ttate. Of tho M c1\lt1ee 11at. 1n tb• qu st1ozmal:r•• ool1 
16 of th• Zt w·eJ'e 5ArfOI'me4 by •• DJ •• 60 pw oent ol the aMretarlee • 
Ot the M duu ... t1pt ere pePto ed 111 OD17 one 1Mnt&J7• t!llt7 
•• perto:rJIIee! 'bJ oA1J aix aeore'tartee and oue o1:h$r 4ut¥ •• ~rf01'1'14 bJ 
't toUC!Wloc ta a itbart reproclutld ~- t atud7 de b1 n.1u Ola 
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Trau.-:tur (tf ohl14rcr 
1•1 a ao~1 poblie k 
B•1pl»& toour«t b1rtb otrt1t1aatQ z 
B• llttae tloketa tor ••hoo1 ..-v a 
fl ottl 1 ~la •• _. x 
Mlaeognp!\laac a 
Aaelet1 wlth ac l e)....~t1 x 
auch u 
M 
48 
86 
at 
0 
fl 
1 r•lat1oa to • retarlea 1a th acbool 
'"r.tal')' • ~ I' tbe be ••r ry 
........... lit • 1 •• ,. bttb •• 
tac' 'bat tbe ttvcly oeJSt-wecl 
.......... 1'1. 
'f • authc•r of bl •tu lwr 
& "' dnt.e out oP o of • 
' 
tso !Sd an 4~•• . aer 
•~• tutha 1;hoa• loh nrat &4.'t!D1 tra iT& 1n tw-e. ~ pot~ •• 
eapbadaea tt.t tho h obool a6dtdttnUGb •1 b• ohloflr tho pr1ael• 
1*1'• ar l\lp4J1'1atena•"'' rupCA~lblU'J, 1• 1• alao eloaely htoolattd 
I 
loyer•a 110rk la tbe 1\Jlftlbw t ot hla 
1 
poa1t1 ut bia dele • dutlea • • 
aovo. ot ta tar tb1a aWc!J a~med from 
•rle4 uperS.c•noe •• a bualneaa •••r•tarJ• e4uoat1o 1 aeo~etary. • 
o..-erotal tlloblw. 
A .. eoDd •3or IOW"N of 61t. eo•lated ot a obeok ll.et dna p •• 
P1 ta b ror tbe snarpo•• of det:enr4Dlas 1tle aotual utl.ea per font by 
rta of the etate. A aeooDd q\Mattozmalre drawn up bJ' tbt 1IJ'l er •• 
plo,ecl •• an ad41 tlcmal • roe ot 1nton.tlota. lhla waa dft1snect to 
•• r• rl.oe perto • to ..te t a 7 wortb11blle. 
the ISO '""tarl" lDol 14 la tUDC•a a ,. 
Grouels uabe1" P4tr Cent 
er reoat-tt en e aohool 
d1pl~• 0 100 
1 h a bool cUpl • •• 90 
Coll•c• t!ilple~~Aa u. 12 
bel" ~~ 11111 ooll• 
ondtte 81 •• 
,., ... attnc~t.oc pon b1 aabool 
c roS.al. ola11ea 29 
• 
to roretct r la tl t ~0 ct.or .. r1 e o o lo~t.~ the 
qu at1omair" ll ot th co lot 0 clc. nt&T! t chool e.nC 48 ~n1sh hlch 
achool wi h on l;01Xlt; to e. pl'i'Vkt• aobool (l.t.4 :oth 1' ,oltlft p1rt t 
t!U"O\.lib hi h tJobool. Ot tlooae fhdabi hlgh aohool , only ll reoelY 
coll e cl~reue • 1'1 w o plcrted r4f t D ten aolles ore ita • t aeoUJ'ecl 
41ecr.ua roa 4Ad1ta alid \.MlU'orm• S'C&i'.e .L:t:aob ra Col1 e. etween one 
Oft!" I 
fr thla croup l~ cUd not att.=.pt ~ f\lrtber their eduoatloDe 
Dll a• ot t e tiO r.oe1~ d1pl • or o rtlti tea oa tu.1D611 
IOboola • Joua• out of the eO at"Dd.a oomez-olal Ola .. ea iD IWDl bl&h 
olaeaoa . 
'.tho 4ut1.•'• of tbeae e l'cttarlet e~oompataed • 
office work. rcoat o:i 'lt.lch included dutl fall1 under t~ r. ral 
operatlon of off1oe •ohlnn. end almllar otftoe proo durft . 
alpltlaaut wore ac!a1DJ.etrat1n lD zatur•~ !be author ot be 1tudy lleta 
tb •• tollOl"' 
1. RolcUltl& o teranoe• w1tb p&rellta, W..cber• • aD4 pup211 
2• Arranging r r the oar• ot ell.••" 'lll\tll a eubatltuto arrina 
s. Cbeol;ing and pro'f'i bt.lla ant brventortee lD tho aboenoe 
ot 1t&e • 1D1atntor 
4 . tcep,.~ D ! mers ory ot oftlno U4 achootroom euppllea 
~. elpl\~ ld.th .taoult1 •nlDp (otW.r tball eneral 
•••lotaDoe) 
e. 'faJdnc 1n•Dtor;y ot au.ppU•• &llcl equ1paell\ 
1. DlltdbdlDC euppll•• anct equl~ 
e. Prept,rl aobool payJ"oll 
9. Seourt lntor•t1on tf# ecltran" 4 dlaoharge of p111 
10. f•Jd.ns aare of "problea ob114ren• ln the abae12oe ot tiM 
• nlttl'ator 
10 
~ire sot 
111 b t "trs t };XI otlH to 
onaountot' par1Jnt.1, eale>a n. Mlnber or the ).o 1 OOlntJ\Ill'll'tl• and luter~ tecl 
•terri to the aeo%'0tnJ7 a s ._ "Qt'Cblnat1f'n f tP.ao!'ter. atl D1a• 
1 
nt • and :l!~bl1o reltt.t1o 
~ do to aoh!ne 
1. P:·elLrd.lllll)' an4 ln· • •1"fioe tnlnl 'bat imparte e1dlle 
•nrl l t t.• t.nteUeotuol lll ot.raotoar •• well 
3 . .A "rill nsne .. :t to i i)TO~ oo;:rt!.nuall;{ t .WOn i~' lt 
aacr1f1oe 
4 . Ll Ye an4 work by tho aeoretarlea • oode ot ath1oa 
6. elp reorut.t repla 
r .... '\.ra or rf.tht't ~ 
n.. t~r VIi~ protflu' n l org.on\ t1o:us for e4uo: t1o - 1 a 
;~eoretarloa to et up .t&Ddard tor bera of the croup 
· rt u #tldronlet:t.t()r9 3 f(lor• ry," tlo~•• Sohooltt e 
4 , 4or1l 1~61, P• '1 
u 
ry ehlt adYOMtel that aeontarlea ooaMt to tbelr jobl 
1-ap of the wotml of cat 
&leo, know wh t S.a &o1 o 1D tbe world an4 tey to ••• thoaa aot1 'l'l tlee 
S.u relatloo to tholr llJ ea. 
y lcto 
aenn ••parat1t oate or1ea. la nan 
oti'l.oa .._,.11' tball lil Pft"loDal eeo.r• f?/• Quots. i'aul B. Jone ot 
PalJa1ra• In Jttalf, cbt 1 .. , •.u 1a all aohool oftioee, th• eeont.l'f 
' 11"1 1 the btloaopbJ of e4 tl ln tbe tobool tyatem, a of 
!be follalt d1a aobool •• re• 
ies• dutl • !be 
CBAPf 111 
a on 
The prooeldUl'e • 1n conduot 1 ibb etudy le outlined below. 
1. Jefore bectrunq the etud)lt relatecS llwrature •• read aacs 
intenl ... were beld with ••ore r let and tbelr euper1ntendenta tlu"o bout 
ftr iou. hl toboob ln t loatoD ar•• Artlolee on related literature 
were loated throueb the uae of the duoatt. 1 Index and the ueluat 
lolez an pro't'e to be a 'rilluable eouroe d 1ntonat1o • the purpo•• ln 
holdl the totem and Hadlq related llteratuJ'e •• to help dotend.ne 
what type of lnt tlon would be at pert\ nt to a etudy of thb tlnd. 
a • t.etten were wr1tt..n to all e-uperl.nt enta t.n the etat. ot 
•••aobwaettt &ekl t.t they woul d be willln& to antwer a queetlona1re lf 
lt ..... eea.t t1) • !bit prooedu,. t 1 est.S by Dcmald D. Durrell. 
Dean of the Bo~•ton UD1'Yeta1 tr Sobool of 2duaet1on. ae he t pertal*ll7 
lntereeted ln 1~be •tudf c 4 wnted to a11ure the r~-urn of a •z 
iber of reapc,uee •o the queatlormaln. Durrell peraomll7 t1gned 
aU tbe letter•• tent out 1n the hope tbat bit at ture woul aene to 
l l'Jdloate to o au rlntendente bh 411p pereo 1 lnterllt 1o he eubjeot. 
Ill tb cb lett••r eet out a poe tal rcl •• eooloe~ tor • euper-
ll'ltendeut. to cabeok WS.th a ")tee• or •Do• an .. er . 
3. the queatl lre •• coD.ttl'uote4 a •• dhided 1Dto foUl' 
eepat"&te parte , 1a.olu4lns ateoopapblo and aeoretarlal aotl'f'J.tlea. 
bookkeepi aot1'Ylt1ee, typ1 aoth1t1ee , aDd ar • of atut!y. apace •• 
aleo pro'YtcJecS to-r anJ ceoeral e11t1 tbe wper1Dttrtdenta wlahed to •ke. 
• • • huDdr ed and fttt)" n .... queat\ormair•• ether with 1ettera of 
traraaml 1 were ect out to the euperlnte eo1:e ot aaaohuaetta who 
11 
1Dd1oatecl tlwlr willlDP•II to partto1pe.te ba the atudy. O• huDdr &IUS 
thirty one queattoxanal.rea were reoet'nd , •t1121 • total reaponae ot t . & 
per oen11. 
5. be eata reo«J.Yect on tbt return queatlozmal rea .. re returced aDd 
••1J&e4 •. 
e. A·~· cono1ua1ona and no 
the tl 1np or tbe atud7· 
Dd. t1ou wen wrlt be.ae oD 
rpo • of thla a loh a 
DN4 cdata tor betteJ" prrtonano. or • eut1•• au aot1't'lt1oa 1: tbe 
\ d"'ttA errtl'• eoretar,. 
1rftt a t out t? a r tnto ente t ot ho• t 
etate or aaaohus.tta, L,l wre rtrtUJ'Zled• ! e &raPba mel bl" to 
tbla obo or ref'leo' the op1Jd.ODI of ~· 1uperlate eat~ re r4l the 
41X'toat ilo wh1ah a DMcS extatt fe8 bntw perf'ol"'laDDe ot the dutl .. 
aot1"ftt101 of the au el'lut 4et•e aeoretaey, 
fhe '"" lw ahow ore • t 01' en e DH tor lmprcrred te b.. 
zdq • ale aoool'dl to e\&pei'1Dteftd te •~ tbe qu"1»1om:alre, 
ft\e •oDtlmao blaok Une on he phi repr .. ent est nt ot &~"•' 
need tur 1 r~ teo lq., a thlt pertorate4 U.Dt repna til the exte~ 
ot orate llM4 for l roftd teobalqUH lD tiM . J'foi"'ZZUot ot tM teoJ'e-
n-•• l••· 
teo phlo A Seoretartal Aot1 ~ U•a 
P1uUJ'e l •l:loMJ that, tt. a'knoptapblo asuS aMRtar1al aotl'fl• 
ti .. , a•t1et1 iD be p&J'a lOD of IDII 1 repOJ'ta .. OODil end bJ 
at 1 rlDWDdenta to be tbl dut7 tot> wh1ob tt. peateat aeed tor 1m-
pro n of perfonanoe ealttt . txv•three eu riateD!et. taU teet 
tbat optnlon, W'blle '1 upr .. t tbe o 1D1on t ' a uate l!Md tor 1 
pro•-..nt ot rtonrauoe ale 1D tM.t aatl'YltJ• 
C otlDC &ood bue1a.ea le\tert •• lbte b7 81 au rlllteDdettl at 
odente DM4 tor ro•..._t. !hlt a be ., .. trued •• l loatl 
•~ clla.atltlaotl ex1ate n the p&l't ot t auperlate enta 1f1 
t lr aeoret.&Joy•• abU.lt,' • a &oo4 butllletl lett.r . ! e 41aaat-
t.d'aot1on lt almotil waDlao , W.l')l 0111)' la de ... 
rtttJ-•nen perla ente bldlea t the- • r•tal')''l ablllt, t.n 
•tiD& aobool .S.altore •• ln DHCl of cr-t 1 nt, wb11e M Wl• 
oa tt.t a orate DMcJ for ' ~.u. 
'l'r 32 to 4& • rl eat. lDdlaatect tba the tollowl ....... 
rlal aotl·dU•• dut1 • are 1 Deed ot l Pl"MNII!J!eD·'• keep1q a 
oalen r ot 
la 1 1 
7"-l''a eo 1 ao h1."-e , o aDd plaolft& artlel .. 
tt dletatloo u 11 aorlblac DOt••• ad •• 1 out notl 
eo ole. tM.rty• •l In to 14 per 1ate enta tD4toat t a ente 
a.eec1 tor qpr ula la tbete aetl'ritt.•• • 
A1 b '"~"1 In auperlat.n4enta eoaal ....a a reat e ftleta for 
t..prO'ri. t t ollCIIIl ao l'fl lea , lft'81'&1 1 date t1 1Dcll t.a t 
a en.te Deed for t.apro ent meta ln the•• aetl'ri tt .. • tatl 
nt • or aohool a&J'cl and othel' • ottloe •ob1n •• ••· 
111'1 la progna •oMcSulla teepl a bull•"tn b rd, parl 
tnnampt. r •••tltvt. 
tlolpatt ln _.tlnp, kS. o tto dlreotly on t lter. 
aot1Y1tt.. l b re o n.ldere 111 11 a fn IU rla enta 
o • la g•t fo:r lap!' '-ohlalquea •" o 1dere4 b7 auper-
late4ente to • lD orate tor 1 ro....a teolml ••• r, •• 
partloular aetl.S.ts. .. ahoul.4 be cl..au ae:rS.oua O)ndcleratto plalllllDS 
tS. -«uoat1of1 alJ3 tHJ. n1 f 'S 4H r1ea to •upePlnteo etta. 1'01" ex.-
e,ple. a,lt.hou&t~ :!4 uup ri ena.nt• elt tt.t a p t neecl exleta fot' 
impro ~eoblli ues in d .nt; of • • ohln • GS !'elt t a ft&be 
DM4 tOll" 1mp7ov~Q!t rusts • Thoreloro. tbl• aoti"fl1ry abuuld nat be ... 
l"dftd llab:bl.r-. au total ot 8'1 tu rlrrtend•nt. eapl'eteed to de • ot 
dlt,.t1etaotlou With the perto noe oE thoir eeOI'et&:rle~ 1n tble p-.r-
tS.o l&r a ti~~. 
l& 
actilvi tlea 
5 . C~oetng and~ 
ln local newtpapen 
6 . AnawerS.ng telephone properlY, 
1 . *king appointments 
s-. 'l'aldng dictation and 
transcribing notes 
~ • Sending out no"tt oea to aohooh 
!a1dng minutes of ![lchool board 
meeting• 
f Ualng otrtoe maoh1nes 
Aaststing in program scheduling 
Keeping a bulletin board 
Preparing transcripts ot gra.des 
Contacting suoa"t1 tute "teaohera 
when needed 
Yart1c1pa't1ng 1n meettnge 
Taking dictation direotly on 
typewriter 
Of Superimoendente 
20 30 40 50 
l - Stenographio And Secretar}al _Aot1v1_tlea For llbloh 
'fbere Ie A Great Or oderate Weed Por 
lJDprO't'ed !eohnlquea Aocord1D« !o Superintendente 
17 
tbat kMpl pe.~roll r-.or 
... 1a cr•t ... ot laprOWil•&n· whll• 11 lDdloa-.t • •raw need It# 
~o ent. lbt)'-two euperla ta 1 leatect 
4 let of •••ta~l lD t J"eparatlo of • aobool b 
· .,_. ot I'Oftlll•t a • eut-rllltw:l et. 1d 
l OYMI111J ezlaU • fifty• e 
• aeontarl"·' 
n t• tD cr•' 
a erat.' uet tor 
tea tba' plae1ac 
OJ'dwa tor aobool wppliee, • 
1 ro •• 1114 ~ hcSl• a 
~. llll4 Wftbooka le la creat e ot 
erat. tOP l 1"0 • 
aotlYltlea 
18 
cmtr 100 au-perliiWDdnta lc loat.d tbat a ,,. at or cS ut1 la 
tu p4trtonalloe ot ••• aGtlYltlea, 1 loa ~ • a ro 17 tbat ~ 
ot au rlate •te • aeor J'lee la the paat ha•• ~ a pso o a 
r .. eouable etarMS&H ot cood perfonaDoe ot \lwte aotl...t 1 ... 
_..,....,.. 1••• 21 of 111 IU rlrateDd 1 rea lD loa 
a ,,.... need £ 1 roYlDC tollo.t aotlYl t1•• a 4\ltl .. , tr 2' to 
•t lb4l•te4 a r lapro en1u bepl a aohool regl.ater • 
keepl luaUNJloe ..-orde, .... olll k eta a, and mQ1 ... 
depo.lta. 
supplies • equipment, an1 
textboolca 
Recording inTo1oee 
s. Kee~illl •ohool .re&Iat~ ........... -+---l---~~--i-----tf-+-.-.-.,_._.._......._-+-~--1-t-+-r-+-~ 
1. 
lDteDdellta apreaaocl tbe ~llet tba' a 
uiata. 
t~ ••tet oarbona to' tt. plloatt proo••• •• lad1oat.4 bJ 
tbat. 
' and tl ltt oate4 that lt S.a tu 
D • 
of 88 euperf.Dtenditnta llbo expteaaecl • 
tat')''• pertor~• ot bla acstl'fi.'J , 
toa- 1 1'0 
!M tour typl aotl.S." .. lllWltl~ ah01r t t 111 • •• leee t D 
fyp1 ad e•••• on errtelopea* t)tl)loc atte c!aJloe reporta. and t,; 1 
tel•&ta•· ncllo • e.M/or oa'ble • "" 0 ulder.a 'bJ' betwee-. se • 
th the quptloa of tnl a4clr·••• .. oo e~Welopee. and typlD& tel .. 
• • ncUo • • ed/or oablaCJ'*Il•• •11 of tbo typl aotl't'ltlea .. re 
loaW by more tbu 40 IUperllltaete tso be lu mod.,..te need ot la-
pl'o'MI1ftt• 
Altbo h tul"e la e'lll 1:01111 41a .. tlttaotloc on tbe p.n ot ttua 
e~H.o-.cs•t'• aeoretu, wl'b r apeot to t)pliJ& aottn\S.••• lti l• 
•ppanu tbat CJt all tbe aot1't1tl" ooDaldfl'ecl ln thla R\lclJ• they are 
tbe one• leatt t.a Dtec1 ot tapaoo.,.. t e !mlqu•. 
2. 
3. 
4. 
s. 
s. 
7. 
Typ1ng tabulation and stat1at1cal 
Jr.aterie.l 
Typing master carbona for 
prooeas 
Typing from rough drt.i'ta t 
Typing addressee on envelopes 
Typ~ng atr&ight oopy work 
Typing attendance report• 
Typing telegrams, 
and/or oablegra~ 
·11eat:1al.bd ln'ble Ar•• t ~1 
Uo relats.ona . wltb 108 auperlllWildenta upreaal that optet.oo. 
twWell •upert • .e lrw:ll ed t t f. le 4"1nb~ • •kl a total 
ot llf auparlntonaonta who eu....a ta 
tho tra tal pro 
bleb propo!"tlon of auperlatende wbo la4l ted a e4 tol' publio 
relatlo.u tn the tftlm prop-a of aHtRarl a ehowe qulte ol 1'11 that 
t • ab1U to •tt aD4 deal w1 tb t p llo le o ot the •jOI' • .... 
cold. • of the auperlateftdect•e aecd'ftaJ7 • 
•• ... etlal ar ot at\a\1 and a 1 loa~ tbat 1~ le alrablo, •ld. • 
' total ot 111 aupftlll'UDdente W'bo t•l t t t taa ...... ey eboulcl know 
tl ctal affair e ot the publ.lo •• 11. t enforo, more at-
aDd eauaatton of t • aupednw m •• •••" q . 
S.nteD4enta tbou "lt .. trable, .ald. • total of 11• auperlatenaenta wbo 
bolte...S tbere la • neecl tor a kftowle4t• ot --clue perao 1 0 the ra•t 
of eeoretars. ... 
•otoft oulture alao •• l tceW by a 
be eaaeot1a1 or 4"lrable ln t._ tralnl ot 
a rtnt ezrte to 
aupef'lnteDCJ•t• 1nd1oa'td. tha1J 111 la "aentlal &Dd t9 lDdloatl t t lt 
la aea1rablo. !Ma ••• a total ot 11& aupennteDdeotl o t"l that 
-then ta aucb n•4 to-r be •oleo uu1tun ot thell' '"Htat-1 ... 
Slat, auparblt - eata l loaVcJ ~' a pll..S Pllobolocr 1a all ••· 
aeatlal al'ft ot ·~and. 68 iudlo-Wd tba lt 1a 4•atrable . 
fotty-elth" auparlrdMtDIJ._. expreeafkl the oplnlOD tba'b t.tta aDO 
... "' nte lalduc&1ftoa la • ft1eattal tu"ea of atudy and 61 tuper-
lntendeata bought l'b 4eatnble. Port,.tov wpertutelldet hu.tloated 
tbai: oUJTleul c tructl la •a •••entS.al uea -of 1tw!y dd o' thoU&" 
'-'' 4 .. lrable 11:1 the tralnltta of the •eoret.r;y • 
• ,... ot nua., ana ee l 1ea'--d tt to b• .. 1nbl•· 
'Opon olcMe ..U tioD of 1rbJ paph 4•1ln& wl tb. theee elgb'b •r•• ot 
at\Jdf'• the 1"ttlder Wlll oote '*t; •• ftl'at fOUl' ..... or etudJ ..... co• 
ald•ed by • total ot b.-.. ns to ltf auperlllt&mdlntl to be uaentl•l or 
••t.n'ble. !be Ja~r to~ ..,._. of ~· 'hough taot •• lncpe~ly a ~ 
_ted 'bJ thlt avptrlrstn4t'lltt u ~h• fl:r•ii tour, wte belleftCl, by • total 
ot b4l •A 100 to Ul eupws.tendenta w be .. ,.Dtlal or d••tn'ble • ..._ 
of •-tudJ• 
J.oaopbJ ot .tuoatloD. aoololou. ploolpl .. ot a«uoatlcm and 
hla\ol'r ot t4u•t1onwn oout4enct l>f • to•l of betwe.n ~~to 89 auper• 
lutft4•te to ba "a4t!ltla1 or f .. l,..ble ueu ot •tu.d7• Ot the•• tour 
•r•• ot atu • aootol IC.d pblloto~ of ea~tlon reo mttcten4 bJ 
110n eupertntenct ta to be eattel'ltlal or 4Mll'e'ble, 111tb '1"1 lod1 tillS bat 
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duplloatl pJ'OMII SY fl 
' 
typlJ'I t.roa n 4rafta Sl •t 7e 
'n-1 •tntc~t- PJwoft 19 as h 
f1tla& a44HaiQ OD eD ... l JM 21 19 81 
1:JP~ attetl • "pol"\~ 8 61 60 
typlp:ac Wlep'UII• r&cll • aiUs/ 01' oablepoama 
' 
28 st 
., 
~~ ·Ji -c ' or c:t TbBro I a 
Lt " l e ()jt o Ieee 
or.,. 
l•P"'r..•• ra~canca, end/or 
• re l"ta. an ~S.D& adNea.. on err'fl81op&e . 
but S6 to 51 aut>erl.Dtondent • u ebown OD ~able 1'1 1n:S•aated a t rOGt or 
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Area• Of Study \'htoh Are Eaaentla.l Or Dedrable 
Public relations was indioated by 127 superi~bendents to be 
eaaentinl or dea1rnble in tho training of searetariea . or tbie total. 
108 superintendents indicated t! t thia area of study 1a essEntial and 19 
indicated tlmt it is desirable . Tho 1Wrlter mehcs to emphasize that public 
l"'elationo is the one ar$9. of study indicated by more than t\ro-th1rde of the 
gupor1ntendenta to bo eas~tial . 
Voioe oul·burc s in~Uoated by a total of 119 euperlntendents l;;o be 
essential or doairable. with 'TO superintendents 1nd1 oc.ti~ essential ana 
49 dedrabl • 
Pereo!Ul(ll rr.ana,~..lent waa 1ndioated by 114 superintw:u:lonts to bo 
eesenUal or desirable; mth 1l 1ntlioatin~ ~ssent1 1 and 43 d"Sslrable . 
Publio school finance was indicated by a total of ll3 auperin'liendente 
to be essential or desirable; with 74 superintendents indioating essential 
and 39 indioati.ll£ desirable • 
!eeta and meaeurementa in 4tduo tion •o indioe.ted by 111 super-
intendents to be essenti l or desirabl e , with 48 indioatlng essential and 
63 ind1oat1ng deeirablo . 
Applied payohology was 1nd!.oated by a total ot 106 superintendent• t o 
b~ ess«ntial or deai table, with 60 superlntenden·ts 1ndioating eaaentlal 
and 46 indtoatlng desirable. 
Currioulum. oonetruot1on wae 1ndioa te4 by 101 euperintendents to be 
esGential or desirable areas ot study, with 44 aupertnten~ents 1ndioatlng 
easontlal and 5f ~ee!rablee 
From 6'1 to 97 auper1ntendenta 1ltd1oated that pb1lolophy of education, 
0 
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lUator, ot eduoat1011 •• S.Ddl• b)' a ~otal of II IIUJerlDteDdet. 
to be ••••tt.al or •t.r•bl•, W1 llrtle t toatt.ae ••••tt.al d 60 
l~loatl dellrabl•• 
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AltE6.S Cll S'tUDY 11IICH ARF ESSEllliAL OR DfamABLE 
.tCCORDING 'fO SU'PERII'J!EHDENZS 
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Bedde these two questions, aupcrlntendenta were asked to lht other 
knowledge• and skills wbl.oh they felt should be inoluded S.n a tra1D112C 
prog~ for ••oret.r1ea to euper1Dtendenta . 
The followlD& aro nawera reoe:i.ftdt 
1 . wA good, fuDdameDtal education tlrat.• 
2. "Budget1Dg ot time in anticipatlon of rush pertoda •" 
s . •Ab1llty to express 1deae 1n writing." 
• • "Knowledge of world trenda of the day and a broad 
liberal nrt. background . Ability to anticipate the 
auperinteD4ent • a problema and keep h1m intoraed . 
Tbla e1mpllt1ea the auper1ntendent'a adm1niatrat1ve 
dut1•• •"' 
6. "The need tor k:eep1Dg much 1ntormat1oJl contidentbl . 
Too many rumors fly about among teachers due to 
careless tongue-slipping of aohoo1 aeoretari•••" 
6. "Good houaeteeplng t.n oti'ioe. lnowledge of oertain 
State and Pederal laws governing emplo}-ment of minors, 
finaJlcial aid, and w1thboldiDg tax•• •" 
7 • "Know when to be ignorant of 1ohool affairs . lnow 
bow to screen oandldate• tor teaching positlona . • 
s . "'nmr bow to deal with the general pub11c. too -~ 
aeoretar1ea haft an iDati tutional and po81eu1'N 
a ttl tude whlch la retleoted in apeeoh and JI!Nlne:ra . " 
9, "Better knowledge ot Englhh and ape111ng." 
10. "I would auggeat that the trairdng of the euper-
1ntendent'a aeereta:ry be oomparable 1n 1ntena1 t;y to 
tbat of teaahera . " 
11. "Ability to orpnhe work of ottlco. .Ab11lty to 
interpret and aomplete •tate reporta and gowraaent 
dlrectint .• 
G 
The tollow1Dg are general oolllll8nta volunteered by aoae auper1ntendentaa 
1. ~A good. aenalbl e girl who poaeeaaea the neoeeaary 
akS.lla , i.e friendly. and knowa hOW' to meet people 
will •k• a good eeoreta:ry. • 
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!JPlDC tabulatlou alkt aiatletloal •epon. 
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The ttft typing acthitloa 11'bich moet super1ntendcnts 1nd1uted to 
be 1n 11 ttle or no n~ed of improved techniques are. aocord1ng to frequency 
of response& · 
"fyping telegrams, radiograt\8 , and/or oablegJ"&U 
Typing Attendance report. 
typing addre1eea on envel opet 
!ypS.Dg etre.S.ght copy work 
typing from rough clratte 
The t1'" typin& aothi tie• wh1 ch reoe1 nd the h1gbeat ooab1nec! 
trequenoy of reapoDetts for treat or m.odente need ot improT-..t aocor dl»c 
to auper1ntendenta are• 
Typing tabulat1ollt ad atatbt1oal matedal 
Typing master carbons tor duplicating process 
'typing troa ro~h clTafte 
Typing at~igbt copy work 
fyplng addreaaea on envelope~ 
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PUbl1o relationa 
Vo1oe oulture 
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The fi"fe aret.a ot atudy which are ooDeldered delirab1e aooordlng to 
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The 1'1ve areaa of etudf 11'hioh received the h1gheet OOIIbS.nec! t.requenoy 
ot reeponaea tor gr .. t or moderate need ot 1mpro'MIUJl\ area 
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o~ deaU..ble tor tbe .auoat1 1 IMPtal"f1 t particular ooura•• 
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. ..., ..... ~. 
• met e atble 
eduoatl 1 
s liLlOOR.Uif 
Gall~ . ....... obool .......,.1 .. u• c...... .....-n ... • 
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Dear Mro 
BOSTON UNIVERSITY 
SCHOOL. OF EDUCATION 
332 BAY STATE ROAD 
BOSTON US, MASSACHUSETTS 
June 11, 1951 
Thank you for your prompt response that you will complete 
our questionnaire concerning the work of secretaries to 
superintendentso 
The information which you supply us will be used in 
planning our summer institute for educational secretaries 
scheduled for the week of August 6, 195lo 
As indicated by the set-up of the questionnaire , we are 
particularly interested in finding out the secretarial duties 
and activities which you feel may be performed more efficiently 
through improved techniques or short cutso 
Your cooperation in this study will be greatly appreciated. 
A self-addressed envelope is enclosed for your convenience in 
replyingo 
You may rest assured that your reply will be kept 
confidential, and that the f indings will be reported in 
summary form onlyo 
.APPENDIX B 
A STUDY OF THE DUTIES AND ACTIVITIES OF THE SUPERINTENDENT 1 S SECRETARY 
I. Instructions: The duties and activities commonly performed by a superintendent 's 
secretary are listed below. In the appropri ate column, indicate with a check 
mark the extent to which you feel a need exists for improved techniques and 
short cuts ir. performing her duties. 
STZNOGRAPHIC A}TD SECRETA.~IAL ACTIVITIES 
1. Answering telephone properly 
2. Taking dictation and trans-
cribing notes 
3. Composing eood business letters 
4. Taking dictation directly on 
typewriter 
5. Meeting school visitors 
6, Making appointments 
7. Preparing transcripts of grades 
8o Using office machines 
9. Participating in meetings 
10. Taking minutes of school board 
and other meetings 
11. Sending out notices to schools 
12. Keeping a bulletin board 
13. Assisting in program scheduling 
14. Contacting substitute teachers 
when needed 
15. Keeping a calendar of the year's 
school activities 
16. Assisting in the preparation of 
annual reports 
17 , Composing and placing articles in 
local nevmpapers 
18. Others 
------------------------
BOOKKEEPING ACTIVITIES 
1. !.laking bank deposits 
2. Reconciling bank statements 
3o Recording invoices 
4. Keeping payroll records 
5. Making out purchase orders 
6. Assisting in preparing school budget 
7. Keeping school register 
8. Keeping insurance records 
9. Placing orders for school supplies , 
equipment and textbooks 
10. Others 
Need for Impr oved Techniques t 
or Short Cuts ~ ~--~--~~~--~--,-~~~~~ Great Moderate Little o~ 
Need Need No Need ~ 
( 42) 
( 33) 
( 62) 
( 14) 
( 57) 
( 36) 
( 16) 
( 24) 
( 16) 
( 24) 
( 32) 
( 19) 
( 22) 
( 16) 
( 45) 
( 63) 
( 42) 
( ) 
( 6) 
( 12) 
' ( 38) 
( 62) 
( 47) 
( sa) 
( 24) 
( 18) 
( 52) 
( ) 
( 23) 
( 54) 
( 38) 
( 53) 
( 34) 
( 43) 
( 38) 
( 63) 
( 39) 
( 37) 
( 47) 
( 65) 
( 33) 
(46) 
( 47) 
( 41) 
( 60) 
( ) 
( 30) 
( 35) 
( 40) 
Csl) 
( 36) 
(43) 
<a4) 
(47) 
(40) 
( ) 
(46) 
( 42) 
( 25) 
( 60) 
( 34) 
(43) (sa) 
(37) 
Css) 
( 67) 
(42) 
(48) (ss) 
( 67) 
( 31) 
(21) 
(28) 
( ) 
(81 ) 
( 70) 
(44 ) 
C3o) 
(42) 
<a4 ) 
<71) 
<s2 ) 
(39) 
( ) 
-., 
... 
or Short Cuts 
" TYPING ;,CTIVI'riES Great 
1 Moderate Little or Need Need No Need 
1. Typing attendance reports ( g) (41) ( 'TO) 
2. Typing add~esses on envelopes ( 22) ( 2g) (68 ) 
3. T~~ing tabulations and 
statistical material ( 44) C46) <so) 4. TypL~e atraight-copy work ( 19) ( 4S) ( 68) 
5. Typing from rough drafts ( 36) (41) (47) 
6. T)~inc master carbons for 
Lluplicating process ( 3'1) ( 41) ( 44) 
7. Typing telegrams, radiograms , 
and/or cablegrams ( g) ( 26) (85) 
8. Ot.her5 
( ) ( ) ( ) 
II. Instructions: In addition to secretarial skills, indicate by a check mark in 
the appropriate column the areas of study which you believe are essential or 
desirable in training secretaries to superintendents. 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12 . 
13 . 
School Law 
Philosophy of Education 
History of Education 
Princinles of Education 
Tests and 1-.'easurements in Education 
Curriculum Construction 
Public Relations 
Applied Psychology 
Public School Finance 
Sociology 
Voice Culture 
Personnel Management 
Others 
-----------------------
Essential 
( 42) 
( 24) 
( 3) 
( 15) 
( 48) 
( 44) 
toa) 
( 60) 
( '14) 
( 1'7) 
( 'TO) 
C n ) ( ) 
( ) 
( ) 
DesJ.rable 
( 68) 
( '13) 
(50) 
( '72 ) 
( 63) 
(57) 
( lg) 
( 46) 
( 3g) 
( 7'1 ) 
(4g) 
( 43) 
( ) 
( ) 
( ) 
Unnecessary 
( 12) 
(20) 
( 68) 
(31) 
(34) 
( 24) 
( 3) 
( 13) ( ., ) 
( 25) 
( s) 
( g) 
( ) 
( ) 
( ) 
III. Do you believe that an in-service training course would materially increase the 
efficiency of your secretary? 
JJLNO Comments Qualified or no definite opinion--s 
IV. Should a program of studies for educational secretaries be offered in colleges? 
108 Yes _!!_No Qualified or no det1nlte opinion--a 
V. In adiition to the activities included in this questionnaire , list other 
knowledges and skills i"Thich you feel should be included in a training program 
for educational secretaries. (Use back of this sheet if necessary. ) 
